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This instruction implements AFPD 36-28, AFI 36-2805, and AMCI 36-2808. It prescribes the Grand
Forks AFB Company Grade Officer (CGO), Senior Noncommissioned Officer (SNCO), Non-commis-
sioned Officer (NCO), Airman, and Honor Guard Member of the Quarter/Year and the First Sergeant of
the Year Programs. The purpose of the program is to foster a competitive spirit in unit operations, stimu-
late individual efforts to better manage the unit, develop esprit de corps, and recognize outstanding CGOs,
SNCOs, NCOs, Airmen, and Honor Guard personnel. This instruction requires collecting and maintaining
information protected by the Privacy Act of 1974. Executive Order 9397, 22 November 1943, authorizes
using the Social Security Number (SSN) as a personal identifier. The SSN is required for positive identi-
fication of personnel. 

SUMMARY OF REVISIONS

There were administrative updates incorporating changes made to enlisted nominations (AF Form 1206)
narratives. Additionally, this instruction has published dates various base organizations will host the quar-
terly award ceremonies. 

1. Quarterly Awards Program.  

1.1. General Policies.  

1.1.1. All personnel, except First Sergeants, are eligible except those who are currently under
non-judicial punishment, have an unfavorable information file, are on a control roster, are enrolled
in the weight management program (Phase I only), or similar action. 

1.1.2. Competition periods are Jan - Mar, Apr - Jun, Jul - Sep, and Oct - Dec. 
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1.1.3. Each group commander and wing staff may submit one nominee for each category as fol-
lows: 

1.1.3.1. Airman Basic - Senior Airman are eligible for quarterly award nomination; Airman
category. 

1.1.3.2. Staff - Technical Sergeant are eligible for quarterly award nomination; NCO cate-
gory 

1.1.3.3. Master – Senior Master Sergeant are eligible for quarterly award nomination; SNCO
Category 

1.1.3.4. Second Lieutenant – Captain are eligible for quarterly award nomination; CGO cate-
gory 

1.1.3.5. Honor Guard nomination is open to all grades. 

1.1.4. Associate units will compete through the group level with which they are aligned. 

1.2. Nomination Packages.  

1.2.1. Nomination packages will be submitted by 1600hrs on the second Monday of the month
following the covered period (Apr, Jul, Oct, and Jan) NO EXCEPTIONS. 

1.2.2. The nomination package will include: 

1.2.2.1. A cover letter (see Attachment 1). 

1.2.2.2. An AF Form 1206 (see Attachment 2 for enlisted and Attachment 3 for CGOs) limit
to one form, front side only. For the Honor Guard category, use an AF Form 1206 (see Attach-
ment 4) limit to one form, front side only. For all nominees: only address things that happened
during the period covered. 

1.2.3. Enlisted nomination packages will be submitted to 319 ARW/CCC. 

1.2.4. CGO nomination packages will be submitted to 319 MSS/DPMPE. 

1.3. Evaluation Process.  

1.3.1. The Airman category Board will comprise of one SNCO president and four NCOs. 

1.3.2. The NCO category board will comprise of one SNCO president and four SNCOs. 

1.3.3. The SNCO category board will comprise of one CMSgt president and four CMSgt. 

1.3.4. The CGO category board will comprise of one Colonel or above president and any other
Colonel or Gp CD 

1.3.5. The Honor Guard category board will comprise of any commander president and three first
sergeants 

1.3.5.1. Honor Guard nominees will appear before the board in honor guard service dress to
include headgear. Proper wear of the uniform is a scored category. 

1.3.5.2. Honor Guard nominees will receive questions regarding AFP 36-2241, Volume 1,
Chapter 7, the AF Honor Guard Manual, Chapters 1, 2, 3, 4 and 8, and current events: 

1.3.6. If one of the Honor Guard nominees is unable to meet the board because of TDY or a
bona-fide emergency, the board will convene and score packages only for that category. 
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1.4. Scoring Process.  

1.4.1. Enlisted Nominations 

1.4.1.1. The narrative process will consist of “Leadership and Performance in Primary
Duties,” “Significant Self-Improvement,” and “Base or Community Involvement.” (0-20
points each). The total maximum score for the narrative process will be 60. (see Attachment
8) 

1.4.2. Honor Guard Nominations 

1.4.2.1. The narrative process will consist of “Primary Duties” (No points given, for review
only), “Honor Guard Responsibilities,” “Significant Self-Improvements (Education, PME,
etc.),” and “Other Accomplishments” (0-20 points each). (see Attachment 9): 

1.4.2.2. The interview will consist of 2 questions worth 5 points each. Additionally, Military
Bearing and Behavior, Personal Appearance and Military Image, and Communicative skills
well be evaluated and worth up to 10 points in each area. The total maximum score for the nar-
rative and interview process will be 100. 

1.4.3. CGO Nominations 

1.4.3.1. The narrative process will consist of “Leadership and Job Performance in Primary
Duty,” “Significant Self-Improvement,” “Social, Cultural, and Religious Activities,” “Other
Accomplishments,” “Air Force or Civilian Awards, Prizes, Titles, Etc.” and “Articulate and
Positive Spokesperson for the Air Force;” each comprising of 0-10 points for a total maximum
package score of 60 points. (see Attachment 10): 

1.4.4. Each board member will individually evaluate nominees to determine a score for every cat-
egory. 

1.4.5. Board members are authorized to utilize half-point scoring. 

1.4.6. The enlisted board president is a non-voting member. He/she will break all ties. 

1.4.7. The CGO board president is a non-voting member. He/she will break all ties. 

1.4.8. The enlisted board president will total each board member’s score on each nominee and
provide all packages to the 319 ARW/CCCE. 

1.4.9. 319 MSS/DPMPE totals each board member’s score for the CGO board and will forward
results to the 319 ARW/CCCE. 

1.4.10. The nominee with the highest combined score from the board will be declared the winner. 

1.5. Schedule and Location of Boards.  

1.5.1. The wing enlisted boards will be held during the second full week in Apr, Jul, Oct, and Jan
or as determined by the 319 ARW/CCC. The times and locations of each board will be determined
by the 319 ARW/CCC. 

1.5.2. The wing CGO board will be held two days after the submission of the packages during the
second full week (on a Wednesday) in Apr, Jul, Oct and Jan or as determined by 319 MSS/
DPMPE. The time and location of the CGO board will be determined by 319 MSS/DPMPE. 

1.6. Announcement of Quarterly Winners.  
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1.6.1. A recognition ceremony will be two weeks after the wing board (on a Wednesday) in Apr,
Jul, Oct, and Jan or as determined by the 319 ARW/CCC. 

1.6.2. Recognition ceremonies will be hosted by base organizations as follows: 

1.6.2.1. April Ceremony for the Jan-Mar Quarter – Previous annual and quarterly award
winners 

1.6.2.2. July Ceremony for the Apr-Jun Quarter – CGO Council 

1.6.2.3. October Ceremony for the Jul-Sep Quarter – First Sergeant Group 

1.6.2.4. January Ceremony for the Oct-Dec Quarter – The Airlift Tanker and Air Force
Associations 

1.6.3. All nominees for each category will be mentioned in the base newspaper and base web
page with the winners being highlighted and on the Commander’s Channel. 

2. Annual Awards Program.  

2.1. All personnel are eligible except those who have been subject to nonjudicial punishment, an
unfavorable information file, control roster action, weight management program (Phase I only), or
similar action during the previous calendar year. 

2.2. Competition periods are 1 Jan - 31 Dec. 

2.3. Each group may submit one nominee for each category, as outlined in paragraph 1.1.5 thru 1.1.8. 

2.3.1. Associate units will compete through the group level with which they are aligned. 

2.4. Each squadron may submit their diamond wearing First Sergeant that meets criteria set forth in
current AF guidance. 

2.5. Nomination Packages. (Note: Refer to AFI 36-2805 for enlisted and AMCI 36-2808 for CGOs
for specific guidance not stated here). 

2.5.1. Nomination packages will be submitted in January on a date determined by the 15 AF sus-
pense. 

2.5.2. Attachment 2 will be used for all enlisted annual packages and Attachment 3 will be used
for officer annual packages. Entries will address only things that happened during the period cov-
ered. 

2.5.3. The enlisted nomination package will include: 

2.5.3.1. A cover letter (see Attachment 1). 

2.5.3.2. AF Form 1206 (see Attachment 2), limit to one form, front and back (include disk
copy). For the Honor Guard category (see Attachment 4), limit to one form, front and back. 

2.5.3.3. A biography (see Attachment 5) (include on disk). 

2.5.3.4. General Information Sheet (see Attachment 6) (include on disk). 

2.5.3.5. Statement Page (see Attachment 7) (this is not needed for First Sergeants or Honor
Guard categories). 

2.5.3.6. A Personnel Records RIP 
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2.5.4. CGO nomination packages will include: 

2.5.4.1. A cover letter (see Attachment 1). 

2.5.4.2. AF Form 1206 (see Attachment 3), limit to one form, front and back (include disk
copy) 

2.5.4.3. A biography (see Attachment 5) (include on disk). 

2.5.4.4. A Personnel Records RIP. 

2.5.5. Enlisted nomination packages will be submitted to the 319 ARW/CCCE. 

2.5.6. CGO nomination packages will be submitted to the 319 MSS/DPMPE. 

2.6. Evaluation Process : Same as paragraph 1.3. 

2.7. Scoring Process : Same as paragraph 1.4. 

2.8. Schedule and Locations of Boards : 

2.8.1. The annual boards will be held to allow the wing to meet the deadline determined by higher
headquarters requirements or as determined by the 319 ARW/CCC for enlisted and two days after
the submission of the nomination packages (on a Wednesday) or as determined by 319 MSS/
DPMPE for CGOs. 

2.8.2. The times and locations of each board will be determined by the 319 ARW/CCC and 319
MSS/DPMPE. 

2.8.3. The First Sergeants’ board will be a package board only. 

2.9. Announcement of Winners : The annual award winners will be recognized at the Annual
Awards Banquet the first Wednesday of February, or as determined by the 319 ARW/CCC. 

2.10. Twelve Outstanding Airmen of Year/First Sergeant Program: The winners of the annual
boards will be the nominees for this program 

2.11. Display Photographs : The Base Photo Lab will take a 5” x 7” head and shoulders format color
photo of each quarterly/annual winner. One copy of each will be sent to 319 ARW/CCC for display in
the hallway of the Wing HQ Building, one digital copy to the base web master to post on the web
page, and one copy to public affairs to publish in the base paper. 

2.12. Disposition of Records : Maintain and dispose of records created by this instruction in accor-
dance with AFMAN 37-139. 

DAVID S. GRAY,  Colonel, USAF 
Commander 
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ATTACHMENT 1 

SAMPLE COVER LETTER 
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ATTACHMENT 2 

AF FORM 1206, NOMINATION FOR ENLISTED QTRLY/ANNUAL AWARDS 
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ATTACHMENT 3 

AF FORM 1206, NOMINATION FOR OFFICER QTRLY/ANNUAL AWARDS 
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ATTACHMENT 4 

AF FORM 1206, NOMINATION FOR HONOR GUARD QTRLY/ANNUAL AWARDS 



10 GRANDFORKSAFBI36-102   26 FEBRUARY 2001

ATTACHMENT 5 

SAMPLE BIOGRAPHY 
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ATTACHMENT 6 

SAMPLE GENERAL INFORMATION SHEET 
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ATTACHMENT 7 

SAMPLE STATEMENT PAGE 
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ATTACHMENT 8 

ENLISTED SCORESHEET 



14 GRANDFORKSAFBI36-102   26 FEBRUARY 2001

ATTACHMENT 9 

HONOR GUARD SCORESHEET 
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ATTACHMENT 10 

OFFICER SCORESHEET 
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